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Guide Summary 

To meet 508 compliance requirements, the Leases User Guide is divided into 2 documents, 

which contains the following sections. This is Document 2. 

Document 1 

¶ Section 1: General  

¶ Section 2: Lease Profile Overview  

¶ Section 3: Lease Exception Scenarios  

Document 2 

¶ Section 4: Search, View, or Query Forms and Documents  

¶ Section 5: Vendor and Payments Queries  

¶ Section 6: Appendix A - Lease Profile Field Descriptions  

¶ Section 7: Appendix B - Lease Accounting Management Document Types 
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4 Search, View, or Query Commitment, Payment and Accrual Documents 

4.1 How Do I V iew A Document Outside Of Lease Profile? 

The Pegasys View Form option allows users to view held or rejected Commitment, Accrual, or 

Payment forms, but prohibits the user from making changes. When viewing a log, all fields are 

protected. The following steps describe how to view a commitment or accrual document. 

4.1.1 How Do I V iew A Commitment Or Accrual Document Outside Of Lease Profile? 

The foll owing steps describe how to view a Commitment or Accrual document. 

1. Select Transactions - Purchasing - View from the menu bar. 

The View page wil l be displayed. The Document Status checkbox wil l default to Held. 

Figure 1: View Page - For a Commitment Outside a Lease Profile 

 

2. Check the desired document status check box(es) from the Document Status group box. 

3. Enter a document type in the Document Type field. 

NOTE: You may search for the Document Type by selecting the Document Type field 

label. The Search- Document Type page wil l be displayed. Enter Search criteria and 

select the Search button. The Search results are displayed. To select a Document Type, 

select the corresponding Select button. 

4. Enter the document number of the form or document in the Document Number field. 

If the document number is unknown, please refer to Section 4.1.3. 

Select Search button. 

Results will be displayed at the bottom of the screen. 

5. Select the form/document and select the View button. 
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6. The Header page of the selected form/document will be displayed. All fields wil l be 

protected. 

4.1.2 How Do I V iew A Payment Document Outside Of Lease Profile? 

The foll owing steps describe how to view a Payment document. 

1. Select Transactions - Accounts Payable - View from the menu bar. 

The View page wil l be displayed. The Document Status checkbox wil l default to Held. 

Figure 2: View Page for a Payment Document 

 

2. Check the desired document status check box(es) from the Document Status group box. 

3. Enter a document type in the Document Type field. 

NOTE: You may search for the Document Type by selecting the Document Type field 

label. The Search- Document Type page wil l be displayed. Enter Search criteria and 

select the Search button. Search results are displayed. To select a Document Type, 

select the corresponding Select button. 

4. Enter the document number of the form or document in the Document Number field. 

If the document number is unknown, please refer to Section 4.1.4 for procedures on how 

to search for a form. 

5. Select the Search button. 

Results will be displayed at the bottom of the screen. 

6. Select the form/document and select the View button. 

The Header page of the selected form/document will be displayed. All fields wil l be 

protected. 
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4.1.3 How Do I Search For A Commitment Or Accrual Form? 

1. Select Transactions - Purchasing - View from the menu bar. 

The View page wil l be displayed. The Document Status checkbox wil l default to Held. 

Figure 3: View Page for a Commitment or Accrual Form 

 

2. Enter a document type in the Document Type field. 

NOTE: You may search for the Document Type by selecting the Document Type field 

label. The Search- Document Type page wil l be displayed. Enter Search criteria and 

select the Search button. The Search results are displayed. To select a Document Type, 

select the corresponding Select button. 

a. If you do not know the document number, proceed to Step 4. 

b. If you know the document number, enter it in the Document Number field and 

proceed to Step 7. 

3. In the Search Criteria group box, enter one or more of the following search criteria: 

a. Document Category 

b. Document Number 

c. User ID (user login ID) 

d. From Date 

e. To Date 

f. From Accounting Period 

g. To Accounting Period 

h. Amendment Number 

i. Vender Code 
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j. Vendor Address Code 

For example, user John Doe wants to initiate a search for all Documents created with his 

user ID for the month of February. The search criteria would be entered this way, USER 

ID = johndoe, From Date = 02/01/01, To Date = 02/28/01. 

4. If additional search criteria are needed, select the plus sign to expand the Addôl Criteria 

group box. If no additional search criteria is needed, go to Step 7. 

5. Enter one or more of the following additional search criteria: 

a. Amount From 

b. Amount To 

c. Open/Closed 

d. Alternate Payee Code 

e. Alternate Payee Address Code 

f. Designated Agent Code 

g. Designated Agent Address Code 

h. Any accounting dimension 

6. Select the Search button. 

Results will be displayed at the bottom of the screen. 

7. Select the form and select the View button. 

The Header page of the selected form will be displayed. All fields wil l be protected. 

4.1.4 How Do I Search For A Payment Form? 

1. Select Transactions - Accounts Payable - View from the menu bar. 

The View page wil l be displayed. The Document Status checkbox wil l default to Held. 
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Figure 4: View Page for a Payment Form 

 

2. Enter a document type in the Document Type field. 

NOTE: You may search for the Document Type by selecting the Document Type field 

label. The Search- Document Type page wil l be displayed. Enter Search criteria and 

select the Search button. The Search results are displayed. To select a Document Type, 

select the corresponding Select button. 

a. If you do not know the document number, proceed to Step 4. 

b. If you know the document number, enter it in the Document Number field and 

proceed to Step 7. 

3. In the Search Criteria group box, enter one or more of the following search criteria: 

a. Category 

b. Number 

c. User ID (user login ID) 

d. From Date 

e. To Date 

For example, user John Doe wants to initiate a search for all Documents created with his 

user ID for the month of February. The search criteria would be entered this way, USER 

ID = johndoe, From Date = 02/01/21, To Date = 02/28/21. 

4. If additional search criteria are needed, select the plus sign to expand the Addôl Criteria 

group box. If no additional search criteria are needed, go to Step 7. 

5. Enter one or more of the following additional search criteria: 

a. Amount From 

b. Amount To 

c. Open/Closed 
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d. Alternate Payee Code 

e. Alternate Payee Address Code 

f. Designated Agent Code 

g. Designated Agent Address Code 

h. Any accounting dimension 

6. Select the Search button. 

Results will be displayed at the bottom of the screen. 

7. Select the form and select the View button. 

The Header page of the selected form will be displayed. All fields wil l be protected. 

4.1.5 How Do I Search For A Commitment Or Accrual Document (Review Status)? 

1. Select Transactions - Purchasing - Review from the menu bar. 

The Review page will be displayed. The Document Status checkbox will default to 

Processed. 

Figure 5: Review Page for an Accrual in Review Status 

 

2. Enter a document type in the Document Type field. 

NOTE: You may search for the Document Type by selecting the Document Type field 

label. The Search- Document Type page wil l be displayed. Enter Search criteria and 

select the Search button. The Search results are displayed. To select a Document Type, 

select the corresponding Select button. 

a. If you do not know the document number, proceed to Step 4. 

b. If you know the document number, enter it in the Document Number field and 

proceed to Step 7. 
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3. In the Search Criteria group box, enter one or more of the following search criteria: 

a. Category 

b. Number 

c. User ID (user login ID) 

d. From Date 

e. To Date 

For example, user John Doe wants to initiate a search for all Documents created with his 

user ID for the month of February. The search criteria would be entered this way, USER 

ID = johndoe, From Date = 02/01/21, To Date = 02/28/21. 

4. If additional search criteria are needed, select the plus sign to expand the Addôl Criteria 

group box. If no additional search criteria are needed, go to Step 7. 

5. Enter one or more of the following additional search criteria: 

a. Amount From 

b. Amount To 

c. Open/Closed 

d. Alternate Payee Code 

e. Alternate Payee Address Code 

f. Designated Agent Code 

g. Designated Agent Address Code 

h. Any accounting dimension 

6. Select the Search button. 

Results will be displayed at the bottom of the screen. 

7. Select the document and select the View button. 

The Header page of the selected document will be displayed. All fi elds wil l be protected. 

4.1.6 How Do I Search For A Payment Document (Review Status)? 

1. Select Transactions - Accounts Payable - Review from the menu bar. 

The Review page will be displayed. The Document Status checkbox will default to 

Processed. 
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Figure 6: Review Page for a Payment Document in Review Status 

 

2. Enter a document type in the Document Type field. 

NOTE: You may search for the Document Type by selecting the Document Type field 

label. The Search- Document Type page wil l be displayed. Enter Search criteria and 

select the Search button. The Search results are displayed. To select a Document Type, 

select the corresponding Select button. 

a. If you do not know the document number, proceed to Step 4. 

b. If you know the document number, enter it in the Document Number field and 

proceed to Step 7. 

3. In the Document Search Criteria group box, enter one or more of the following search 

criteria: 

a. Category 

b. Number 

c. User ID (user login ID) 

d. From Date 

e. To Date 

For example, user John Doe wants to initiate a search for all Documents created with his 

user ID for the month of February. The search criteria would be entered this way, USER 

ID = johndoe, From Date = 02/01/21, To Date = 02/28/21. 

4. If additional search criteria are needed, select the plus sign to expand the Addôl Criteria 

group box. If no additional search criteria are needed, go to Step 7. 

5. Enter one or more of the following additional search criteria: 

a. Amount From 

b. Amount To 
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c. Open/Closed 

d. Alternate Payee Code 

e. Alternate Payee Address Code 

f. Designated Agent Code 

g. Designated Agent Address Code 

h. Any accounting dimension 

6. Select the Search button. 

Results will be displayed at the bottom of the screen. 

7. Select the document and select the View button. 

The Header page of the selected form will be displayed. All fields wil l be protected. 

4.2 How Do I Search For A Document Using The References Button? 

Referencing is a Pegasys feature that allows lease documents to be linked together to form a 

purchasing chain. To view documents that have been li nked together select the References 

button. The li nked documents are then displayed on the References Tree page in a graphic 

resembling a tree branch. For example, when you query a commitment, the related payment 

documents are displayed in the reference tree. 

NOTE: Only those documents that have been referenced using the copy forward function wil l be 

displayed. 

The foll owing steps describe how to query a document using the Reference Query button. When 

a document is selected from the tree, Document Type, Document Number, Document Total, 

Document Cost and Document Date are displayed at the bottom of the page. 

4.2.1 How Do I Search For A Commitment Or Accrual Document Using The References 

Button? 

1. Select Transactions - Purchasing - Review from the menu bar. 

The Review page will be displayed. The Document Status checkbox will default to 

Processed. 
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Figure 7: Review Page Searching for a Commitment or Accrual Using The Reference 

Button 

 

2. Enter a document type in the Document Type field. 

NOTE: You may search for the Document Type by selecting the Document Type field 

label. The Search- Document Type page wil l be displayed. Enter Search criteria and 

select the Search button. The Search results are displayed. To select a Document Type, 

select the corresponding Select button. 

3. Enter the document number in the Document Number field. 

If the document number is unknown, please refer to Section 4.1.3. 

4. Select the Search button. 

Results will be displayed at the bottom of the screen. 

5. Select the appropriate document record and select the Reference Query button. 

The Document Reference Tree page will be displayed. 
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Figure 8: Document Reference Tree Page on the Search for a Commitment or Accrual 

 

6. Select the plus sign to expand the Reference Tree. 

7. To view a specific document in the chain, select the document number. 

When the document is highlighted, the Document Type, Document Number, Document 

Total, Document Cost, and Document Date fields are displayed. 

8. Select the View button to view the highli ghted document. 

The highlighted document wil l be opened for review. 

9. Select the View Line Level Detail button to view a specific accounting li ne on the 

selected document. 

The View Line Level Detail button lists all l ines included on the selected document. 

10. To redisplay the Reference Tree, select the OK button. 

4.2.2 How Do I Search For A Payment Document Using The References Button? 

1. Select Transactions - Accounts Payable - Review from the menu bar. 

The Review page will be displayed. The Document Status checkbox will default to 

Processed. 
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Figure 9: Review Page for Payment Document Search using the References Buttons 

 

2. Enter a document type in the Document Type field. 

NOTE: You may search for the Document Type by selecting the Document Type field 

label. The Search- Document Type page wil l be displayed. Enter Search criteria and 

select the Search button. The Search results are displayed. To select a Document Type, 

select the corresponding Select button. 

3. Enter the document number in the Document Number field. 

If the document number is unknown, please refer to Section 4.1.4 for procedures on how 

to search for a document. 

4. Select the Search button. 

Results will be displayed at the bottom of the screen. 

5. Select the appropriate document record and select the Reference Query button. 

The Document Reference Tree page will be displayed. 
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Figure 10: Document Reference Tree Page on a Payment Document Search 

 

6. Select the plus sign to expand the Reference Tree. 

7. To view a specific document in the chain, select the document number. 

When the document is highlighted, the Document Type, Document Number, Document 

Total, Document Cost, and Document Date fields are displayed. 

8. Select the View button to view the highli ghted document. 

The highlighted document wil l be opened for review. 

9. Select the View Line Level Detail button to view a specific accounting li ne on the 

selected document. 

The View Line Level Detail button lists all l ines included on the selected document. 

10. To redisplay the Reference Tree, select the OK button. 

4.3 What Are The Common Err or M essages In Pegasys? 

Pegasys provides three levels of warning and error messages: Warning, Overrideable, and Hard. 

All Pegasys error messages share a simil ar structure. The fi rst l ine of the error message displays 

an error code, followed by the name of the form or table where the error occurred, including the 

specific l ine or field. The message concludes with a brief description of the error. 

Pegasys provides a selectable message functionality that enables the user to select system 

messages reported during form verifi cation and be taken to the fi eld on the page that is related to 

that error message. 

The Err or dialog box displays the following key elements: 

¶ Error symbol - Identifies the type of error as i (warning error), ? (overrideable error), or - 

(hard error). 
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¶ Error code - Displays a seven-digit error. The first two characters represent the subsystem 

that issued the error (in this example, the error occurred in the General Systems 

subsystem). The last character designates the severity (e.g., W - warning, E - hard error). 

¶ Window title - Identifies the location on the form where the error occurred. 

¶ Error description - Gives a detailed explanation of the problem that occurred. 

¶ Error counter - Identifies the total number of errors Pegasys encountered while trying to 

verify or process a transaction. 

4.3.1 How Do I I dentify a Warning Message? 

Warning messages appear with a  at the beginning of the window. Warning messages notify 

you of situations that may require further attention. However, warnings do not prevent a form 

from being processed in Pegasys. When warnings appear, evaluate the impact of the problem, and 

continue processing the form, if appropriate. 

4.3.2 How do I I dentify an Overri de-able Err or? 

Overrideable errors notify you of situations that require special attention. They prevent a form 

from being accepted by Pegasys; however, an individual with the appropriate authority can 

override them. An overrideable error appears with a specific icon symbol depending on if it has 

been overridden or not. If it has not been overridden yet, an exclamation point in the center of a 

triangle located in an orange square appears to the left of the message () before it has been 

overridden. An error appears with a blue square that has the letter ñIò in the center of a circle  

after it has been overridden. 

If you do not want to override any errors, or if other errors exist on the form, make the necessary 

changes to correct the problem(s). Figure 11 displays an overrideable error message. 

Figure 11: Overrideable Error Message Example 

 

4.3.3 How Do I Ide ntify The Hard Err or Message Code? 

Hard error messages appear as a red ñXò in a circle centered in a red box to the left of each hard 

error message ( ). These error messages indicate that data must be corrected before the 

transaction can be processed. The users cannot override a hard error message and the error must 

be fixed before Pegasys will accept the document. Figure 12 displays 2 hard error messages. 
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Figure 12: Hard Error Message Example 

 

4.3.4 What Are Relationship Edit Err ors? 

Relationship edits define vali d combinations of accounting elements (i.e., accounting 

classification structure) or other elements on a transaction. Each relationship edit has a unique 

number and a description of the error to assist the user in correcting the problem. The unique 

number in the error message corresponds to the Edit Number in the Relationship Edit 

Maintenance table. Figure 13 displays a relationship edit error. 

Figure 13: Relationship Edits Error  Example 

 

4.3.5 How Do I Corr ect A Relationship Edit Err or? 

The foll owing steps outline how to correct a relationship edit error. 

1. Take note of the error number and message. 

2. Review the form. 

3. Enter the corrected accounting element(s). 

4. Select the Veri fy button to re-verify the form. Forms in Held and Rejected status can be 

routed for review prior to submission. When initiating a review, the form can be routed to 

one or more reviewers in the Review Form Modal Window. Reviewers then can enter 

comments and/or suggest changes to the form. Users can accept/reject individual 

comments or reply to document a resolution. The Review Form Workflow & 

Commenting QRG (https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) 

provides more details. 

NOTE: If you determine the accounting element combination entered on the transaction 

is correct, and the relationship edit existed in NEAR, submit a request to the Pegasys 

Hotli ne to have the edit added to the Relationship Edit Maintenance table. 

If you determine that the accounting element combination is new and should be a valid 

Relationship Edit value in Pegasys, then submit a request, along with an explanation, to 

the your Service Representative or Functional Coordinator who will then coordinate with 

the CFO Office. 

https://corporateapps.gsa.gov/applications/financial-apps/pegasys/
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4.3.6 What are the Common Lease Accounting Err ors? 

The messages displayed in Table 1 are examples of possible error messages. There may be sli ght 

variations to the actual wording of the error message; however, the meaning and possible 

solutions are sti l l  applicable. 

Table 1: Common Lease Accounting Error Codes 

Common Err or 

Codes 

Description Solution 

GS3300E No (amount/vendor/frequency) 

corresponds to the effective start date 

of the lease. 

Verify that the Change Effective 

Date of the earliest 

Amount/Vendor/Frequency 

record corresponds to the 

Effective From Date of the lease. 

AS0068E A form template must be created for 

each lease document template. 

Verify that the form template has 

been added to all  document 

template records and add missing 

templates. 

GS3306E The fir st document creation date for a 

lease document template record cannot 

be changed. 

The fir st document creation date 

cannot be changed after a 

document has been processed for 

a lease profile. 

GS3316E The fir st document creation date 

cannot be earlier than the lease 

effective from date. 

Change the first document date 

or the Effective From Date, so 

that the Effective From Date is 

earlier than or equal to the First 

Document Creation date. 

GS3319E Frequency generation date must be 

entered for the frequency selected. 

Enter the generation date in the 

frequency details group box on 

the document chains page. GSA 

will  use 01 for payment 

documents. 

GS3352E Cannot have more than one document 

template with no referenced record 

number. 

Verify the Copy Fwd from 

Template Record group box on 

the Document Chains page to 

ensure that the commitment 

documents (LO) are referenced 

by the payment authorization 

documents (LP). 
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Common Err or 

Codes 

Description Solution 

GS3369W Documents have already been made to 

a different vendor. This retroactive 

vendor change will  not result in 

correction of these documents. 

An overrideable error that 

indicates a manual reversal 

payment will  have to be made to 

different vendors. Select the 

Override All  button to continue 

processing. 

GS3345E The change effective date must be 

unique. 

No two vendor or amount 

changes can have the same 

Change Effective Date. Update 

the Change Effective Date of one 

of the vendor/amount li nes. 

GS3359E PA (or Estimated Accrual) Accounting 

Lineôs referenced line has been fully 

closed and may not be referenced. 

Correct the commitment (LO) 

referenced by rejected form to 

increase the committed amount 

by the amount of the rejected 

form. 

GS0039E The vendor (or any other entered 

value) value is not valid in the 

database. 

Verify that all the values entered 

in the lease maintenance and 

document templates are valid in 

the database. 

GS3006E The fund (or any other required 

dimension) dimension is required by 

line 1. 

Verify that all the values 

required by the document 

template have been entered. 

GS3302E The change effective date may not be 

before the effective start date of the 

lease. 

Verify that the Change Effective 

Date of the earliest 

Amount/Vendor/Frequency 

record corresponds to the 

Effective From Date of the lease. 

GS0039E The building # value, is not valid in the 

database. 

Add the building number to the 

building number database and re- 

process the payment document 

manually. 
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Common Err or 

Codes 

Description Solution 

AP0118E The prompt pay type is not allowed for 

this schedule. 

Check the vendor to make sure 

that the payment defaults for the 

vendor are set up correctly. 

Correct the payment defaults and 

re-process the payment. If the 

vendor is set up correctly, the 

user should make the necessary 

corrections to the payment (i.e., 

fixing either the disbursing 

information or removing the 

prompt pay type), then manually 

re-process the payment. 

AP0503E The payee and designated agent must 

be different. 

Clear out the designated agent 

fields on the payment and then 

manually re- process the 

payment. The lease profile 

vendor information should be 

corrected so that the vendor and 

the designated agent are not the 

same. 

AS0067E A database error has occurred. Contact the GSA technical team. 

GS0811E PA Accounting Line 2ôs referenced 

li ne has been fully closed and may not 

be referenced. 

Deselect the Final flag on the 

document to continue processing. 

4.4 How Can I Corr ect A Payment Document That Was Rejected In The 

Batch Job? 

If a payment document rejects during the lease batch job, the foll owing steps will need to be 

taken to correct and process the payment document in order for the document to be sent to 

Treasury for disbursement. 

1. Review the Lease Activity Query for rejected payments. 

NOTE: Refer to Leases User Guide 2 of 2, Section 2 and Section 2.10, for step-by-step 

instructions on how to access the Lease Accounting Query. 

2. Select Transactions - Accounts Payable - Correct. 

The Correct page will be displayed. 



CGI Federal 

USDA Leases Pegasys 7.8 User Manual - Updated April 2021 Page 30 

Figure 14: Correct Page for a Payment Document that was Rejected 

 

3. Enter the document type (LP or LM) in the Document Type field. 

4. Enter the document number in the Document Number field. 

If the document number is unknown, please refer Section 4 Search, View, or Query 

Commitment, Payment and Accrual Documents. 

5. In the Document Status group box, select the Rejected to check box. 

6. Select the Search button. 

Results will be displayed at the bottom of the screen. 

7. Select the form and select the Correct button. 

The Header page of the Rejected Payment Form will be displayed. The appropriate errors 

are displayed at the top of the screen. 

8. Make the appropriate correction to the form. 

9. Select the Veri fy button. 

Any errors will be displayed. Review the error message(s) and make any necessary 

corrections on the form. 

NOTE: Forms in Held and Rejected status can be routed for review prior to submission. 

When initiating a review, the form can be routed to one or more reviewers in the Review 

Form Modal Window. Reviewers then can enter comments and/or suggest changes to the 

form. Users can accept/reject individual comments or reply to document a resolution. The 

Review Form Workflow & Commenting QRG 

(https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides details. 

10. Select the Submit button. 

NOTE: To set a Workflow Priority of Urgent when submitting a form for approval, 

select Submit then Urgent.  

The Form Submitted Successfully for Processing message appears. 

https://corporateapps.gsa.gov/applications/financial-apps/pegasys/
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5 Vendor and Payments Queries 

5.1 Review Vendors Query 

1. Select Queries - Vendor - Vendor Review. 

The Vendor Review Query wil l be displayed. 

Figure 15: Vendor Review Query 

 

2. Enter a vendor name or partial name in the Vendor Name field or any other searchable 

criteria. 

3. Select the Search button. 

The matching search results will be displayed. 

4. Select the desired vendor from the displayed vendors and select Details button. 

The Vendor page will be displayed. 

5. Select the Addresses tab. 

6. Select the desired address and select the Address Level Vendor hyperli nk. 

The Address Level Vendor page will be displayed. 

5.2 Vendor Activity Query 

Vendors are an integral part of the Purchasing process. In Pegasys, the term ñvendorò refers to 

commercial vendors, government agencies, and all other payees with whom GSA does business. 
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Vendors are identified by a unique vendor code. The vendorôs Taxpayer Identification Number 

(TIN) wil l be used as the vendor code. All vendors must have a valid vendor code recorded in 

Pegasys before the vendor can be used in a spending transaction. A valid vendor code means that 

the vendorôs Taxpayer Identification Number exists and is marked as ñactiveò on the Vendor 

Maintenance table. The Vendor Maintenance table stores TINs, vendor addresses, and other 

information about the vendor, such as business type and size. It is a li st of all GSA vendors and is 

avail able for all Pegasys users to view through the Search functionality. 

The Vendor Activity Query in Pegasys is a powerful tracking and querying tool used to access 

detailed vendor account information. While a vendor may be referenced thousands of times in 

many different types of documents, the Vendor Activity Query provides a way to quickly view 

and access all interactions involving the vendor. 

The Pegasys Vendor Activity Query is divided into six pages: General Information, Account 

Summary, Blanket Agreements, Contracts, Invoices, and Documents. The following sections 

describe each of the six pages and the type of information that can be obtained from these various 

pages on the Vendor Activity Query. 

5.2.1 How Do I Get To The Vendor Activity Query? 

The foll owing steps describe how to review a vendorôs account information on the Vendor 

Activity Query in Pegasys. 

1. Select Queries - Vendor - Vendor Activity Query . 

The Vendor Activit y Query wil l be displayed. 

Figure 16: Vendor Activity Query  

 

2. Enter the Code of the vendor to be reviewed. 

3. Select the Search button. 

The matching search results will be displayed. 

4. Select the vendor to be reviewed and select the Details button. 

The Main page of the Vendor Activit y Query will be displayed. 
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5.2.2 What Information Does The Main Page Of The Vendor Activity Query Display? 

The Main page of the Vendor Activity Query displays basic information about the vendor being 

queried. GSA is not using Product Service Codes, NAIC Codes, or SIC codes in Pegasys, 

therefore, when selecting on these respective buttons on the Main page in Pegasys nothing wil l 

be displayed. 

5.2.3 What Information Does The Account Summary Page Of The Vendor Activity 

Query Display? 

The Account Summary page of the Vendor Activity Query displays detailed financial 

information about the vendor. The amounts in this window are outstanding amounts. The 

following steps describe how to review information on the Account Summary page of the 

Vendor Activity Query. 

1. Select Queries - Vendor - Vendor Activity  Query . 

The Vendor Activit y Query wil l be displayed. 

Figure 17: Vendor Activity Query - Account Summary page 

 

2. Enter the Code of the vendor to be reviewed. 

3. Select the Search button. 

The matching search results will be displayed. 

4. Select the vendor to be reviewed and select Details button. 

The Main page of the Vendor Activit y Query will be displayed. 

5. Select the Account Summary tab on the Vendor Activity Query. 

The Account Summary  page of the Vendor Activity Query wil l be displayed. 
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6. Review the Activity Dates group box. 

NOTE: The Account Activit y Dates group box displays the last date that various 

Pegasys functions were completed. These dates are used to determine when a vendor 

record should be deactivated. 

7. Review the Cumulative Amounts group box. 

NOTE: The Account Cumulative Amounts group box displays total open and closed 

activity. 

8. Review the Budgetary Impact group box. 

NOTE: The Account Budgetary Amounts group box displays how the transactions 

processed for the vendor affected the budget. 

9. Select the Address Amounts button to review this data summarized at the vendor address 

level. 

NOTE: Data behind the Address Amounts button provides additional information 

specific for each address code. 

5.2.4 What Information Does The Blanket Agreements Page Of The Vendor Activity 

Query Display? 

The Blanket Agreements page of the Vendor Activit y Query displays summary financial 

information about the purchases made against a particular blanket purchase agreement using the 

Vendor Activity Query. This page gives status information for a blanket agreement, including 

authorized, requested and ordered amounts. The following steps describe how to review 

information on the Blanket Agreements page of the Vendor Activity Query. 

1. Select Queries - Vendor - Vendor Activity  Query . 

The Vendor Activit y Query wil l be displayed. 

Figure 18: Vendor Activity Query - Blanket Agreements Page 

 




































































































































































































